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25X1A%9 Miss m
Chief, tlons ds Stef!

25X1A9a Miss
Records MHanagement Officer

Suggestions Awards PFiles

16 UL 1957

1. During the past few vseks, I had the opportunity to
review the Awards Progrsm in the Civil Service Commission,
‘Geterans Administamtion, Ceneral Services Administration, mnd
the Atomic Energy Comaission. .. few festures of each of these
programs may be of interest to yom.

2. The Vetermns Administration appears to have the largest
and by far the best progrem. IL begau in 1947 and averages
150 cases each month. At presént the backlog is slightly under
1000 camms. The backlog develaped in 1953 vhen s reorganization
ocourred and more than 1000 cases were transferred to the present
committee for evaluation. A aoratorium was declared for a six
month period in an effort to reduce the backlog. During that
period thoy were sble to index and clessify &ll the sugpestions
and & oard file was establliahed which appears to ba the core for
the prograrm today, A streight alphebetical index fils is used
sgainst wiich &ll suggesions are checked for duplicetes. This
file is purged as often &s time permits - on & moxthly besis,

sible. For those suggestions that have besm closed for

two yesrs or more the cands ars removed o ao Inactive file and
all related cards and case follers are removed from the respective
files and dectyoyed. The inaciive card file is now so voluminous
that a five-yesr cutoff has bean suggested. In other words, vhen
& case has been closed for five years the card will be destroyed.
There sppears to be no point 13 retahing the cards since the
suggestion case files will have heen deghroyed three years
previously.

3. All the agencies mainimin muwericel files corresponding
to the mudber sssigned to the mggestion. The name of the
suggestor loses its significanse after an award has been made.

The VA snd GSA sassign a code mumber to each of its Reglomal offices
or subcommittees. This mumber, together with the next succeeding
mmber for the particulsr commitiee; is assigued to the suggestion
vhen received by the Central Comitiee. The CBC prefixes its
suggestions with the fiscal yenr. starting with the mber cne at
the beginning of each flscal yosr. They are readily able to tell
the mubexr of suggestlons rece.ved for each fiscal year and the
munber recelved for the curren: year. This systen sa.so affords

& naturel cut off for the flle.
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k. Esch of these agencisc oparetes under & dscontralized
progran., The subcommittees arc authoried to spprove end award
from $100 to $500. (ABC field committess can avard up to $500;
G8A regionsl offices can sward ur toc $250; CSC subcommittees
oan awerd up to 2100, subject to0 port mudlt by the Main Committee;
snd the VA suboommittees can &mid up to $100). These sub-
w&mmmmamaﬁwmmmmMn
Conmitton. Approximmtely 84% of the VA omses are closed out at
this level. If suggestions arc thoughi o be applicable to areas
catside the jurisdiction of tha subcommittees; the suggestion is
formrded to the comittes &t the next higher level for consider-
stion. If the suggestion is sadopted in other sress an additional
sward iz pald to the suggestor.

5. The VA uiilizes the suwpervisory channel for its
suggestions. The high rate of adoptions is attributed to the
participation which effects the quality of suggestions
nhﬁﬁe& m aleo rasults in the elimination of worthless or
weak suggestions at the point of origin.

6. The VA strictly adheres to the two-year rutemtion for
closed cases. This festure 18 incorporated into published
procedares which hava been dlgsemineted to all components. The
other throe sgenciss heve incorporsted ihe two-yesr limitatlon
in published procptures but because spage 13 not s problem the
014 suggastion files have not been destruyed. However, esch
ageney sdnits that the problen will have to be met before long.

T+ In the GBA only one ¢9py of & suggestion ls submitted
by & suggestor. The suggestioa iz recorded on a reglster, st
vhich time a nurber is aasigngd. The register contains &1l
informetion reguired for reporting to C8C end GSA. Straight
nmaricel system is used. The nemes of auggestors might be
referved to i further idengtificstlon i{s needed %o ldentify
the cess but generplly it is zot required. Individusl folders
ars oot wde. Instead a folder is prepared for esch Reglonsl
0ffice sudl Division in the Ceptrsl Office. When the suggestion
become inactive, mll pertinent papers are stepled fogeiber and
filed in the proper foldar. ¥hen folder is full smother & set
up. The procefurs) mmnual sets up the entlre program. Fo
retirement or disposition of ease files has been made since
space is available and the volume is not great. No hard and
fast Mles appear to apply to this suggestion system, it is
syparently working smoothly. No backlog was mentioned and wo
mjor probhlems were apparent.
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8. The ARC uses s straight muserical system with the
name and nusber appesring on the foldar. They sre experimenting
ﬁ&uayﬂmaﬁw@a-ﬁn&tr&ﬁfwmmr‘ Thres
m&mmuﬂgmaiwmmwmm,m
filed by suggestor's nmme, . one filed by offiee e ‘
Sﬁfm, mmmmammmmm
mmmmma@mwmmmmwm
yrocess. (mg,ﬁng&im are {esigaated as "To Evaluating Office’,
With Commitiee”, "Rejected”. "Avard to be Made, ete. Follow-up
x;mbymmammmaammmmtzs :
involved, then no definite tickler dmte is established). A two
your limttation is contemplated bub volume not yet great. They
rely on nemory for checking dupiicates. ‘

1 based upon the premiss thes this bk
satisly sdxinisteative value 1a evalubbing later sugzestions

mm>mmmmwmwm‘aaﬂim
mm&r}mwmm&far&lmrm This appesrs
wmmmnformmmrmumwﬁmwe.

Cur Progres -

1. mmwmemmuwmm
M; Itens 37, establishes s three-year retention period for
Mmﬂl&a. Whan I revemped the subject index file
1 st up & separnte file for suggestions submitted simce
Jexoary 1555. I have used a broad subject eategory, filed alpha-
Wy,uaﬁrstbmk&smwﬁfhmbmmrﬁmﬂ
mmmagwsummammmauz. fome of the
mmmwﬁamwnwmmmmm. I
WVWMMMnmmmwnmmyehom
kay word that will determine the file classificstion for each
suggestion and that a more detailed mumary be included on the card.
iﬁmwm‘mmmupsamsmwm. i, after
8 short eXperimental pariod you feel that this file is not -
factory, I would be glad to revise it again. satis
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2, Item 42 of the Reeords Control Schedule sets up & two
yoar retantion period for the Index File. However, since the
suggestion cane files are being reteined for three years I have
inareased the retention period to thaee ysars to correspond with
the csse flles, 12 the card file is scresned sanually to remove
the saggeetions that have been closed for more than three years
1t would reduce the complexity of cheeking for duplicstes and
keep the mwards system on & cuzront besis.

3. Assigning suggestion mwbers on & fiscal year basls
will facilitate reporting, mrovide & natural cut-off for the
Tile, sud would also have & paychologicel effect on the evalu-
&tion process. Iodividuals wuld be more inclined to work on
the ewrliest numbers first. This also mesns that the case files
will be converted from en alphsbetical to e mumerical file.

4, A comtrol system could be set up. The upper yortion
~ of the suggsstlons now being retained on Miss Hicks' dssk oould
HWMW&W&QMWMM
phoases for processing s suggestion. The control csxd would be
moved into the ssetion eorrespuniding with the status of the case.
&t vhich time the omd could be Jestroyed. At the present tive,
w0 so-cslled closed control cmrd files sare being seintained.
The one on which the least infissation is recorded should ve

Je A system of solored metal tabs could alsp be used ss
:hn ml‘;m Wm gmm , marm: are exployed to denote

ious phases Frocassing. 58 #ay be stiached dirsctly
to the folders with changss in color to be asde a8 the status of
the case progresses. i definite follow-up should be made when
choes are oot retumed from eveluators within the sllotted time.
This may be done by telephone ok a dally basis.

6. fTo facilitate screening casa £iles for retirement, I
suggest thet the date on which the suggestion iz closed be stawped
on the top flsp of the folder, 'This will eliminate the need for
opening cgch folder 4o chack fur the dmte.

7. During the survey, I revised the subject file to confornm
to the Agmacy Subject Memual. The 1957 msterial wes segregated and
brought forwsrd. At ths end of 1557 & aew Zile should be established
for 1950 sad all matarisl prior to 1957 should be retired to the

-k

Sanitized - Approved For Release : CIA-RDP70-00211R000100360003-7




g p—
/‘gi;zed - Approved For Release : CIA-RDP70-00211R000100360003-7

8. I will be glad to work with your Staff st that time
mmmmwwmemm:mgaxarmw

the Rocords Cexter

9. 1 sm sttaching the GS/ manusl and the VA policy
e, You may wish to review portions of these mauuals or
intorporete portions into our program, if applicable.

5.
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